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ALTERNATE VERSION

8. DIBPOSITION

a, The meords diseipline of a divisionm, bmneh or station is apparent
in.tm_ main ways:s the effective maintenance of racords of current opera-
tions and the disposition of obsolete and sterils papers which i'equim gpacs
and menpower for maintensnce and are potential security problems in thef' field,

b, The CS is required to maintain in ite centrel eollection ome retrieve
able record copy of documerits (regardless of source) containing or surmarizing
pertinent detaila of information whichs

| (1) Are of valus as a central record of tha (S -» Chapter I, para,

1.a, of this Handbook, and/or |

(2) Must be retained for legal records purposes beceuse the infor-

mations S '

(2) Is derogatory on olearly identified individuale of secue
rity interest to the U,S,

(b) Relates to individuals controlled by the CS (ranging from
informants to staff employees) with respect to status, l':aaall’tz-hi5 Job
performance, funotion, ete,

(e) ¥May be useful as evidence of oral or written contracta,
eomitmts or other obligations whether with respact to indi-
viduals or organisations, ) '

(d) Concerns occurrences in comection with which there may
‘be a future claim by or ageinst the U5, ‘

(@) Concerns dissolution of projects, especially as mey bear
on holdover tiss with individuals or organizations or the manage-

ment of vastigial project affairs,
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(£) Concerns occurrences of general historical significance
or of lasting interest with regard to tradecrafi or lore of the
s,
¢, The record copy is held in headquarters and consists of: (1) The orig-
inal of incoming and the first carbon (yellow) copy of outgoing correspondence,
(2) The copy of cablés (IN or OUT) marked "CS Record Copy" and (3) The first
carbon copy of headquarters internal memoranda conﬁinhg pertinent information
on which the originator should indicate the proper file code number. Likewise,

other documents from whatever source recoived in the CS containing information

identifdied in para, b, above should be integrated into the CS file system follow-

ing established procedures,

d, If the CS record copy of a document contains no information of later re-
trieval value, it will be marked for destruction, after all necessary action has
been completed, Ly a Records Officer of the action component and destroyed in
accordance with existing procedures., Other non-record coples, after serving the
initial use, should be disposed of in accordance with the criteria in Amnex __ .

e, KAPOK, RYBAT and TOP SECRET documents are subject to the same standards

of maintenance and disposition, except that TOP SECRET documents must be proc-

esged in accordance with The CS record copy of KAPOK and RYBAT

material may be rétained while the information therein is too sensitive for
normal handling outside of the responsible division or staff; thereafter éuch
documents should be desensitized and integrated into the official CS files or

destroyed if value has ceased,

-2
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£, Auxiliary Paper Holdings at Headquarters. All paper holdings not iden- {d}"lg /
tified in psra, b, above should be processed by the holding component in accord-
ance with "Disposition Guide for Auxiliary Paper Holdings" - Annex o Thae as
Records Management Program seeks to limit suxiliary holdings to truly useful and
manageable proportions,
g, In the Field ==
(1) Chiefs of stations and bases are responsible for keeping their
paper collection down to useful and manageable size and to avoid the use
of manpower in unnecessarily duplicating the central records collections
and retrieval procedures ai headquarters. The latter is prepared to repro-
duce and make available documents integrated into the CS records system ‘
which are not available in the field,
(2) Field files are th auxiliary holdings which may be
destroyed in the field without further authority from headquqr’oers when

‘f-

older material 1is segrs«ra'bed to facllitate acreening and dispositiom
When material no longer has current information value it may be destroyed
even though 11'. may have been indexed, A simple record or list of destroyed
files should be maintained, When index cards are found in cwrrent name
trace work that refer to such files, the cards should bs removed or amended.
with an appropriate notation, ,
(3) Needs for local neme checks or other field activities identified
in Chapter I, para. h.d, of this Handbook may vary Detween stations and

bases so that only general disposition guidance is appropriate. Such

’3-
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guidance is found in Amnex __ entitled, "Field Records Disposition Guide".
At the’ time project, personality (201) or other operationsl files are
screened for destruction, a copy of the documents identified in para, b.
above will be extracted from the £ile and sent to headquarters, unless
this has already been accomplished,

(4} Filing Equipment - Requests for additionel filing equipment will '
nomﬁally be limited to newly established stations or bases. Requirements .
for safes for replacement or for new activities at older stations can
usually be met by disposal of obsolete files on older activities,

Station _

(5)/Records Management, Report of -~ A brief amnual report will be
submitbed through channels to the (5 Records Menagemsnt Officer at head- ,
quarbers prior io 31 July, covering the period ending 30 June, '_Su.ch. - %
reports will include total footage (cubic feal) of files, and the types
and number of filinﬁgwe_gpwiﬂgﬂnfent on hand at the start and end of the report-
ing period, Significent records management accomplishments and develop-

ments at the installation for the past year will also be included,

e
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s waDow FILE

{Extya copies of documsnts held temporarily fop convens
jemece which duplieate In part the officlal S files o
similer subjects held by other slemenis of the 3.}

THSTRUGTIONS

34

3

Se

5,

Pince this sheot on left eide innapr cover of an. Shadow
Files,
Romove all reccyd coples from this file s

Rogord copies are the originsl of incoming

and the fivat carbon copy of oulgoing dis-

patches or memoranda and the z*am‘rd copy of

enbles that are periinent to the &3 mﬁ;‘aaimu
Only exira coplep may be held in Shadow Files, Do not
£91e eny 3 vaoord éepﬁ.es heyein, b send same to the
ofPicisl 8 file, |
One copy of eny non=(5 docamsubs portinent to the O3
mission should e routed ao:fw proper classi-~ 25X1
ficabion end £iling in the official &G Mle,
This file should be dssiyoyed when no longer reguired
W holding twanch, T% need not bs retived since tho

ofTicial £1le will sorve fubure record purposss.
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(Thase holdings eonsist of material held outsido[ |-~ normally in blue colored or labaled folders we

which ave not ocentrally controlled as part of the (S5 records system because the paperst

a, Do not meet the criteria for central recording ond control, (Chspters I @nd TII of Handbook),

be Are extra (

rd) copies

d for &

y easy

or

@, Msy be eontrolled cent:

y for administrative or

oment purposes; not beeause of the ? M cL»udM

sabstantive content,) Ottt puzees” —
PART T o ANCILIARY OPERATIONAL FILl;S o
A sl W
to purge [Heid ¥or “hon
dw_plicnbe, obacw | (manimum) W‘E—WW
lete or supere %o RC Speeial.
¥ile Serdes (Note #1) 1 soded meterials {Note #3)1 Instructions
1, Auxildery Indices (Ch. I,
para, ke, of Handbook)
Classified Direatories, = Nobo #2 | x, or b
Registers, Lists, (Dip=
lomatio, treds or credit
liots, eta,)
Machine Iistinge (CI, % Note #2 z Destroy 2s neplaced,
orbit twavellsva, 20Ls,
ey
2, Background ¥aterisl (out-
side CS record aysbem)
Ch, I, para. k.d, of Bunde
bock
Blogrephie (non-201) z Active x or % Open IDW or 201 file if caso is
(carde, folders, cate= 1ife of general C3 intevest, .
+ gory oarde) ]
‘Ongmim?.im & Groups x Active X, or x Open officisl file if case u
{labor, CP front, etc.) 4life of general (8 interest. !
\ i
Phowgmphie Files (pere x Note #2 x, or x Send material of long range Y
conalities, areas, instal-| ‘ . interost to OCR/CR or ratire
latiens, ote. 7 / with 201, project or enbjout i
‘/l ﬁ file, ~
s \‘P |
Subject Filse (Eoonomic, x Nots #2 z, or 3 Do not. duplice% gollections in i
cultural, geographic, OCR3 retire collections of
ate,) futurs potential use, destroy :
othars,
3, Chrono ¥iles (extra copies)
Cables ‘L year x Ineurs that all record copies “
of pertinent documsals ove i
Tiapatehos 3 yoars x integrated into official CS |
file system, H
Hewmoranda 2 years z i
Othex Popera, includes 1 year x
soneC3 material (ses i
also Remorts Piles, 9, i
e Ldou) i
. Cryptic Raference Files x Active x SE31 25X1
b ) 1ife Srypie,
5. Documant lentrels Note #2 S Seo governing regulations on ' :
TS and other majepial. t
. Mootings, Minutes and Rece = Hote #2 x e '
ovde of An ficial €8 file system,
7. Oparationsl Support and 2 ysars | =, or x Papsra hold in excess of two
administzation, routine, years should be limited to Jus-
(ST dispetches), ineludes $ifsanle exceptions with fixed i
? popars bearing on oporaw addibional ime limib. N
»  tional metters which nesd .
not be integrated inte the
© o .otfidlal O flle systen,
8. Publications and Issugnces. rmanent ey 9
CIA and CS d GJ.A pub S eations MK%%&W gor
is vepository for OS publicstions *
____ Besulatory x Tote §#2 x copies availatle upon rsquesb.
5 .
Yon-Regulatory x 3 yoars X Div or Staff issuances should be '
jdestroyed or retired to HC when !
not requtred,
9, Reports Files vides supplemental 25X1
ce on maintenance and dise
posit.iono
Background & Referonice x Note #2 x Retain only currently useful
jmaterial; uss OCR facilities,
Blogrephis Information x Note #2 x Ususlly duplicates other files
end shonld be destroyed when
not needed.
Field/Raw/Reports, in- 1 year x Portinent information should be
25X1 cludes MDa into (S {iling sys N
CS Di ations 1 yoar x “JocR is permsnent repository of M H
211 CS dissominations, except w‘(w H
GSCI which sre held by CI/RkA; / :
copies of both aveilabls upon
request. Production ssction of
iproject files should be cut-off
upon renswel and disseminations
Evaluations & Comments 2 years x FL, intaine rocords of 25X1
. vatlons, requiremsnts and
Requirements & Collees x Nots 2 x govres informatim,
tion Cuides
e B0ures Inforuation Note #2 x Duplicates R
10. Shedow Files (Held by sube % Moto #2 x, or x Mile record coples of poriinent
jeot in cases of multiple in official TS files,
. braneh 1ntszéust e Extre Place Foxrm  SHADOW FILE, Annex
= non rogord = copies or on left side inner of |
other muteriel that should IShadon Fileo. cover i
not be integrated into C8 -
reord myatan,) e

Note #1 = As & general practics, files that reach one inch in thicimess should periodically be cut-off (i.e,
make a new folder) to facilitate disposition,
Note #2 - Ratain these holdings for only such time as there is en actual demonstrable need present or fore-
sesable future; do not retain on basis of indefinite poseible futurs
Note #3 = Normaily, Awciliary Paper Holdings are dsntmyed instead of retired, Hmaver, when valid reason
exists, such holdings may bs retired with

at end of one year,

¢ review for
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